
Checking Mailbox Size 
 

 

Right click on Outlook Today and Select Properties 
 

 
 

 

 
Users are limited to 100000KB so if you ar
move some emails to your personal folder
close to the 100000 KB amount.  Please ke
possible. 
 

Click on Folder Size
 

 

e close to this amount you should either delete or 
s.  You will receive an email message when you get 
ep the size of your Exchange mailbox as small as 


